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APPLICATION FOR RECORDS DISPOSITION STANDARD o :
' / : e

INSTRUCTIONS: Prepare in duplicate and forward td the Records _Managemgnt Analyst, Management Svstems Division
o C : FOR RECORDS MANAGEMENT DIVISION USE

3. Dep1., Division, Subxdivision & Administering Office Addrass

MARTA : ‘ Pate Received APD‘IC&UO(‘I No. Date Completed
Finance and Administration - v legp -5 o -
Division of Personnel 3 1978 7B 105 SEP 8 1978 -

4Ol West Peachtree Street, NE - Suite 2200 1. Appication 2. Dept. Application No.
Atlanta, Georgia 30308 . S

b e —

4_ Person to Contact ['s. Working Tite - T 6. f;I;phone Number
James A. Merritt g; annda [/“ ﬂﬂhéF? Manager of Benefits . 586-523h
= — —————— e ———:—-— == by py s
7. Action Reuuested
a. YO Establish Retention Schedule recordTrlli continue to accumulate.

h. [J Dispose of present accumulation; no Turther accumulation anticipated.

c. [0 Amend Application No. e ~ Check One: -0 Qhangxe;- D Supercede; D Void ~ - - o
8. Dates of Series QThe_c:)ids Series Title (followed by title used in office; if differe—nr) T T — e T
Eailiest Latest
- ) File
1972 | Present | Employee ‘Insurance Benefits / (Union & Non-Union Employeesl
10, Division and Office Function What is the function of the Divisin and the Offcce in which this record series is created?

The Division of Personnel is responsible for the establishment and administering of
personnel procedures for the Authority. ‘ e
The Division of Personnel develops and meintains adequate recruitment sources to meet
the manpower needs of the Authority. It maintains personnel records, with the exception
of the Division of Transportation and Maintenance. Specifically, it develops, imple-
ments and monitors the Authority's compensation and benéfit programs, employee performance
evaluation plan and a continuing employee relations program for personnel at all levels
within the Authority. Also, this division monitors and enforces the Authority's
Affirmative Action Program.

1

11. Record Series Descri;;tion This hle contams the following documents {include form numbers and titles, if any):
Attach samples of the file.

Docuihents relating to: developing and administering . insurance beneflts for Union and Non-Union
employees.

Included are: Goples of Insurance contracts, insurance billings, general correspondence to
' "and from insurance colipanies; life, health and disability surveys,
experience reports, claims information and other insurance infor-

mation.

Alphabetically by subject by year

File is arranged:

13. Annual Rate of Accumulation of Records - : o - S e

12. Monthly Reference Rate How often are records referred to which are: ] ' T T
One 10 six months old A0 :sevento tyvelve monthsrold'___i” A, ; Thirteen to t\;véht\'/-fbuf monthsold ___. 0 .
twenty-five monthsandolder ? o !

Letter-size drawers 1 ____: Ledalsize draWer‘s"_' e ;Sherer; o Other {specifyj

¢
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YES | NO | 14. Questionnaire (Plac_ean "X"in '19 proper column} s
a. Is this the official copv of the series?
XX ~ {f not; Where L A S g
- XX ‘b, Does ihe serses'b‘dmam ‘confidential |nf0r_mql|0h I'equtrlng security handhng?’ i yes, cne law or regu!?‘tlon o B
XX c. IsiHia \gltaEecofm' v P '
XX L I')uﬁ:ihm s ha 7I;;-|s_;|‘w oot lonn lerm u--.r' weh vilue? N B T o B B
v W iiun(*m lwn o imnenis i |In- Tide ke |l necirssiuy o km-p ihe entie Dile Jon o loiwg pm 1l umlel 1these documents be
XX | _scheduled separately? i '
,J{X f._ Is 1he mformanon contained in thns series ever Pubhshed’ tf ves, att. attach copy
] ) 9. Is the tnformauon ‘contained in this series eyer analvzed;;d_lor recorded in a summarized report7 T j
bodl JfLEi attach ) copYy. .
h. Is there a duphcatton of this series in your office, or in another office or agency?
X I_f_\ﬂwhereﬂ “ ~ ]
i. Is thns serues {or a major poﬂn of it} regularly m|crof||med?
e | 4 i.c Does the record series resuh in a cqmputer prun!autL_ﬁH - v . i ]
: 15. Retention Reqguirements L The followmg requires the serles to be kept -
a. State Law - .. years, d. Audit period — 1 __ vyears.
b. Statute of !lmnahon - years. e. Administrative heed . 10 years.
¢. Federal an i e e vears, . ., . . £ Fedaral retention inst'r:ﬁqt‘ions ) —_ . Years.
Attach copy or excert of laws or regulations. Explain administrative need.
1 _ SRS -
16. Approved Disposition'ln;tructions . This agency recommends tr;at,lhe file series be cut off a:_he end 6?;‘_‘;:_-_-._,”—_ ‘ ]
X,XCaiéndar Year; [) Fiscal Year: [ Other e . 'tﬁen,
: @(Ho!d in the current files area ____monthls} __=_];___ year(s); then
O Transfer to local holding area; hold vaar‘(s); then
KX Transfer tom Records Center; hold __ . Q. ___ yearls); then
E{Destroy 7 Coah e e e ‘
O Transfer to State Archives for permanenl retennon b
O] Other (Specify) . B
These instructions apply to all prior and future accumutations of the series.
{Indicate briefly rationale for recommendations above/or write additional remarks):
17. APPROVALS

RecordyMa nagement Otficer
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Dats

. 7-5-78"
1 pY _ — N
Adproved  MARTA Managernént Advisory Commitiae Date




